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Notices of Assessment 
 
The first option on the Reports Menu is Assessment Notices. Selecting this option first 
produces the Assessment Notices Menu, below. 
 

 
 
The Assessment Notices Menu is divided into six options: 
 

� The selection and printing of Change of Assessment Notices; 

� The setting of flags that control the printing of Assessment Notices; 

� The printing of a Real Property Change of Assessment Listing; 

� The printing of a Personal Property Change of Assessment Listing; 

� The printing of a Unique Zip Code Listing; 

� The printing of FLPA Change of Assessment Notices. 
 
Each of these options will be covered in detail following a review of the Assessment 
Notice Checklist, discussed next. 
 
 

Assessment Notice Checklist 
 

1) If schedule changes have been made, run reappraise for the property type that is 
impacted by the schedule modification (Tools >> Re-Appraise). 

 
2) Make changes to Conservation Use tables per current year table of values and run 

Conservation Use reappraise (Tools >> Re-Appraise >> Real Property). 
 
3) Run Data Edits (Tools >> File Maintenance >> Data Edits). 

 
NOTE: If you receive an error concerning Visual FoxPro Libraries, contact 
Tech Support for assistance. 
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4) Correct Issues noted in Data Edits Report 
 
5) Print a Consolidation Report (Reports >> Administration >> Consolidation 

Report >> Digest) for current digest year and compare it to the previous digest 
year's report looking for obvious errors (compare R1 to R1, R3 to R3, etc.) 

 
6) Make sure that parcels receiving notices are assigned Change of Assessment 

reasons. 
 

7) Set Assessment Change flags (Reports >> Assessment Notices). 
 

8) Print a preliminary list of parcels receiving Change of Assessment notices for 
review. (Real Property COA List & Personal Property COA List) 

 
9) Print Assessment Notices after review is complete. 

 

Flagging Personal Property Accounts to Receive Assessment Notices 

 
After the Data Edits procedure is run and Consolidation Reports are printed and 
reviewed, notices of assessment can be printed (Reports >> Assessment Notice Reports).  
With the passage of SB346 all real property parcels will receive notices of assessment, 
regardless of value change.  However, personal property accounts will need to be flagged 
as before.  This can be done with the Set Flags for Assessment Notices option.  The 
flagging procedure should be run before printing the COA lists. 

 

 
 
 
This option on the Reports >> Assessment Notices Menu allows the user to set or remove 
the Assessment Notice Flag for each parcel (located in the logical field 
Realprop.Val_Chg) or Account (located in the logical field Personal.Notice). Selecting 
this option produces the Set Flags for COA Notices Form, as seen on the next page. 
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Setting Assessment Notice flags allows the user to select the parcels or accounts that 
Assessment Notices will be printed for. Only parcels or accounts that have the assessment 
flag set to "True" will have an Assessment Notice printed. The flagging and unflagging 
routines will only affect the records of the property type that has been selected in the 
Property Type radio button section located on the upper left of the form, either Real or 
Personal, as seen above. The Assessment Notice flags are set by selecting any of the six 
checkboxes in the Flags section:  
 

1) Flag for Any Value Change will set the assessment flag to "True" for all 
parcels that have a difference in value between the current and previous year 
with the exception of parcels/accounts that have been assigned a digest 
classification of Exempt or Utility or any parcels/accounts that have an 
assessment reason code of NN (No Notice Needed). 

 
2) Flag for Value Increase will set the assessment flag to "True" for parcels 

where the current value is greater than the previous value with the exception 
of parcels/ accounts that have been assigned a digest classification of Exempt 
or Utility or any parcels/accounts that have an assessment reason code of NN 
(No Notice Needed). 

 
3) Flag for Asmt Reason will set the assessment flag to "True" for any parcel that 

has at least one Assessment Reason associated with it with the exception of 
parcels/ accounts that have been assigned a digest classification of Exempt or 
Utility or any parcels/accounts that have an assessment reason code of NN 
(No Notice Needed). 

 
4) Flag for Return Value will set the assessment flag to "True" for any parcel 

where a Return Value has been entered with the exception of parcels/accounts 
that have been assigned a digest classification of Exempt or Utility or any 
parcels/accounts that have an assessment reason code of NN (No Notice 
Needed). 

 
5) Flag Op Utility Parcels will set the assessment flag to "True" for any parcel 

that has a Digest Classification/Stratification of Operating Utility (U2). 
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6) Unflag All Parcels will set the assessment flag to "False" for all parcels, in 
preparation for flagging a notice for a particular condition.  

 
Any or all of these checkboxes can be selected at the same time with the exception of the 
"UnFlag all Parcels" checkbox. If the Unflag all Parcels checkbox is selected, the other 
checkboxes are deselected. Very often the user will click the "Unflag All Parcels" 
checkbox first, then click the "Set Flags" Button to set the Assessment Notice flags to 
"False".  

 
Once all flags have been removed, the user can select any of the other Checkboxes to use 
as the criteria for printing Assessment Notices. All desired checkboxes must be selected 
before clicking the Set Flags button.  If, after clicking the Set Flags button, it is 
determined that an additional box should have been checked, the user must re-check all 
original boxes and then check the additional box before running Set Flags.  After a 
checkbox(s) is selected, the Set Flags Button should be clicked to set (or unset) the flags. 
The setting or removing of flags will apply to all Parcels/Accounts. 
 
As the parcels/accounts are flagged/unflagged, the user is presented with a bar graph and 
a running count of the process, as seen below. 

 

 
 
At the conclusion the flag setting process, a message will appear informing the user of the 
number of parcels/accounts that were flagged, as seen below. 
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Real Property COA List 
 

 
 
Selecting this option on the Assessment Notices Reports submenu produces a print 
preview of the Real Property Change of Assessment Listing, as shown on the next page. 
 
This report contains a list of all real property that has been flagged for an Assessment 
Notice. 
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Personal Property COA List 
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Selecting this option on the Assessment Notices Reports submenu produces a print 
preview of the Personal Property Change of Assessment Listing, as shown below. 
 

 
 
 
This report contains a list of all personal property that has been flagged for an 
Assessment Notice. 
 
 

Unique Zip Code List 
 

 
 
Selecting this option on the Assessment Notices Reports submenu produces a print 
preview of the listing of unique zip codes found in owner addresses, as shown on the next 
page. 
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This report can be used when printing Change of Assessment notices by zip code. 
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FLPA COA Notices 
 

 
 
 
Clicking on this option on the Assessment Notices Reports submenu produces the Data 
Edits message window, as shown below. It is extremely important that the Data Edits 
routines, which check for such things as owners without property, property with no value, 
etc., be performed prior to the printing of Assessment Notices. If the Data Edits routines 
have not been previously performed, they can be run now by selecting the "Yes" option 
on the window below. 
 

 
 
NOTE: Data Edits procedures are explained in more detail under Tools >> File 
Maintenance >> Data Edits, covered later in this manual. 
 
If the Data Edits routines are run, various reports will display, allowing the user to correct 
the discrepancies found on these reports prior to printing the Assessment Notices. 
Closing the report preview window, or selecting the "No" option above, will produce the 
FLPA COA Notices Form, as seen on the next page. The printing of FLPA Assessment 
Notices is controlled from this Form. A discussion of all the fields on the Change of 
Assessment Form follows. 
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The printing of FLPA COA notices is very similar to the printing of regular Assessment 
Notices. See the discussion directly below in the Section called “Printing Change of 
Assessment Notices” for the procedures to use in printing these notices. 
 
 

Printing Change of Assessment Notices 
 

 
 
Clicking on this option on the Assessment Notices Reports submenu produces the Data 
Edits message window, as shown on the next page. It is extremely important that he 
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Data Edits routines, which check for such things as owners without property, property 
with no value, etc., be performed prior to the printing of Assessment Notices. If the Data 
Edits routines have not been previously performed, they can be run now by selecting the 
"Yes" option on the window below. 
 
NOTE: Data Edits procedures are explained in more detail under Tools >> File 
Maintenance >> Data Edits, covered later in this manual. 
 

 
 
 
If the Data Edits routines are run, various reports will display, allowing the user to correct 
the discrepancies found on these reports prior to printing the Assessment Notices. 
Closing the report preview window, or selecting the "No" option above, will produce the 
Change of Assessment Form, as seen below. The printing of Assessment Notices is 
controlled from this Form. A discussion of all the fields on the Change of Assessment 
Form follows. 
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• Mailing Date: The Date that the Notices will be mailed is keyed in this field. The date 
in the field defaults to the system date of the computer. 

 

• Last Day for Appeal: The Last Day that the taxpayer can file an appeal either by mail 
or in person at the Assessors Office is keyed in this field. 

 

• Property Type: The Property Type radio button section of the Form defaults to Real if 
the user tabs to the section from the Last Day for Appeal Field. One of the Property 
Types should be selected by clicking with the mouse, and tab will take the user to the 
Appeal Term section. 

 

• Appeal Term: The Appeal Term radio button section of the Form defaults to 21 Days if 
the user tabs to the section from the Property Type Section. One of the types of Appeal 
Terms must be selected by clicking with the mouse, and tab will take the user to the 
Primary Contact field. 

 

• Primary Contact: The name of the Primary Contact for Assessment Notices is keyed in 
this field; otherwise a name such as "Assessors Office" can be keyed. Regardless, some 
name MUST be keyed in the Primary Contact field before Assessment Notices can be 
printed. This information will be used in the absence of an Appraisers name on the 
parcel or account for which an assessment notice is being printed. 

 

• Alternate Contact: The name of the Alternate Contact for Assessment Notices is keyed 
in this field; otherwise a name such as "Assessors Office" can be keyed. Regardless, 
some name MUST be keyed in the Alternate Contact field before Assessment Notices 
can be printed. This name will be used in the absence of an Primary Contact on a parcel 
or account. 

 

• Use this contact information regardless of the contact information present on the 
property: If this box is checked, the Primary Contact and Alternate Contact entered in 
the fields above the checkbox will be used for the COA notices, regardless of the 
selections on the Real and Personal Property General Information forms. Both the 
Primary and Alternate Contact must have an entry before the box can be checked. 

 

• Sort Order: The Sort Order radio button section of the Form defaults to Zip Code if the 
user tabs to the section from the Secondary Contact field. One of the Sort Order types 
must be selected by clicking with the mouse, and tab will take the user to the Print 
Range section of the Form. The Sort Order that is selected will also control what is 
keyed into the Beginning and Ending Print Range fields. 

 

• Print Range: The Print Range section of the Change of Assessment Form allows the 
user to choose a Beginning and Ending range for the Assessment Notices to be printed. 

 
� If Zip Code is selected as the Sort Order, a Beginning and Ending Zip Code range 

can be keyed into the two Print Range fields to limit the Assessment Notices that 
are printed to just those zip Codes. If ALL Assessment Notices in Zip Code order 



WinGAP Administration 

 131

are desired, the user should leave the fields blank. 
� If Parcel Number is selected as the Sort Order, a Beginning and Ending Parcel 

Number range can be keyed into the two Print Range fields to limit the Assessment 
Notices that are printed to just those Parcel Numbers. If ALL Assessment Notices in 
Parcel Number order are desired, the user should leave the fields blank.  

� If Name is selected as the Sort Order, a Beginning and Ending Name range can be 
keyed into the two Print Range fields to limit the Assessment Notices that are 
printed to just those Names. If ALL Assessment Notices in Name order are desired, 
the user should leave the fields blank.  

� If Account is selected as the Sort Order, a Beginning and Ending Account 
Number(Real key) range can be keyed into the two Print Range fields to limit the 
Assessment Notices that are printed to just those Accounts. If ALL Assessment 
Notices in Account order are desired, the user should leave the fields blank. 

 

• Count Notices: The Count Button in the Count Notices section of the Change of 
Assessment Form can be clicked to see how many Notices have been flagged for 
printing. A window will appear with the total number that have been flagged for the 
Property Type selected (Real/ Personal). The Count ignores any Range that has been 
entered. 

 

• Print Notices: Once the user has selected the criteria for printing the Assessment 
Notices, the Print Notices button can be clicked, a progress bar will display at the 
bottom of the Change of Assessment form with the number or records processed, and 
the number of notices selected for printing will display. If the Print Preview checkbox 
has been selected (this is the default for the Change of Assessment Form, and it is 
recommended that the user leave it this way), a Print Preview will appear, as seen on 
the next page; otherwise, if the Print Preview box is unchecked, the Assessment 
Notices will be sent to print at the default printer. 

 

• Print Preview: If the Print Preview box is checked, the user will be presented with the 
Print Preview window of the first Assessment Notice that will be printed, as shown on 
the next page. The Print Preview window must be closed to use the View button, 
discussed on the next page. 
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The taxpayer's name, address, and property information print at the top of the Assessment 
Notice, with the required legal information in the middle of the Notice. A list of 
Assessment Reasons print at the bottom of the Notice. The Print Preview window 
controls at the top of the window (Menu or Tool Bar) can be used to print the Assessment 
Notices. 
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• View: If the user wants to see a list of those Parcels/Accounts that have been flagged 
AND selected for printing, the View Button on the lower left of the Change of 
Assessment Form can be clicked to produce a list of all Assessment Notices that are 
about to be printed, as seen below. Before clicking the View Button however, the user 
must click the OK button and Preview the first Notice to be printed, then close the 
Preview Window (the Print Preview box must be checked to do this). The list that is 
displayed after the View Button is clicked is easier to view than scrolling through all the 
Assessment Notices on the Preview window. 

 

 
 
At the conclusion of printing (or previewing) the Assessment Notices a message will 
appear, shown on the next page, asking if the Assessment Notices that have just been 
printed should be appended into the Notices Archive. If the County wants to keep an 
archival file of all Assessment Notices that have been printed, the "Yes" button should be 
clicked, at which point the Notices will be appended and the user notified and returned to 
the Change of Assessment Form. Otherwise, the "No" button should be clicked, the 
Notices will not be appended, and the user will be returned to the Change of Assessment 
Form. After printing, the Assessment Notices can be reviewed for accuracy, folded and 
placed in window envelopes for mailing. 
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The Assessment Notices are archived into the table, Notices.dbf.  This provides the user 
with a means of recovering information, such as date printed, values, etc, for any notice 
that has been printed.  Also, when an appeal is added the notice date is pulled from the 
archived data. Currently, the only means of accessing data from the notices.dbf is with 
Visual FoxPro or ReportPro. 
 
 

Printing Assessment Notices to a PDF File 
 
In lieu of printing notices to a printer initially, the County may opt to print the notices to 
an electronic format such as a PDF or a ReportPro Archive.  Printing to an electronic 
format provides several advantages.  First of all, a copy of the notices is automatically 
created.  Also, the electronic file can serve as a backup which can be used in the case of 
re-prints.  The file provides a means of quickly locating a notice especially if the PDF 
format is selected. 
 
To print to a PDF format requires PDF software. A variety of PDF software is available, 
from free programs to those costing hundreds of dollars. Below and on the next page are 
two of the many free or inexpensive PDF software programs 
 

 



WinGAP Administration 

 135

 
 
 

 
 

Once the pdf software is loaded, select to print to a pdf file instead of the printer 
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Open the pdf file for printing 
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You can also search the pdf file for a specific parcel 
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Using Report Pro Archive to Print Assessment Notices 
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Regardless of how notices are printed, after the printing is done, assessment notice flags 
should be cleared to prepare for 21-day notices and other printing.  The flags are cleared 
with the “Unflag” option on the Reports >> Assessment Notice Reports >> Set Flags for 
Assessment Notices menu. 
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Digest Submission 
 

Growth Calculations 
 

 
 
The second option on the Tools >> File Maintenance menu runs the Growth 
Calculations routine, which determines the amount of Inflationary Growth per parcel. 
This routine MUST be run before advertising millage rates and digest submission. 
Clicking on this option produces two messages, below, that stress the importance of 
having all other users out of WinGAP: 
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All users must be out of WinGAP for the data on the Growth Calculations report to be 
accurate. Clicking OK on the two messages or pressing Enter will produce a print 
preview of the Inflationary/Real Growth Summary, as shown below, for each Tax District 
in the County. 
 

 
 
The end of the report will display a county-wide summary of inflationary growth 
numbers, as highlighted above. 
 
 
 
 

Processing COA Types and Growth Values 
 
As mentioned earlier, before advertising millage rates and digest submission, the amount 
of inflationary growth for each parcel must be determined, and is accomplished by 
running the Growth Calculations report. 
 
This procedure MUST be run prior to providing growth figures for millage rate 
determination and/or digest submission. 
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Reasons Schedule and Assigning Reasons to Property 
 
The assignment of COA reasons and their associated COA Types during the data entry of 
information related to parcels and reappraising when schedules were updated comprised 
the first step in the process of determining growth amounts.  
 
The following screen shot depicts a COA reason that is associated with Real Property.  
When the Property Type is Real or All, the user must define the COA Type as  
Inflationary, Real Growth or a Parcel Split/Combination.  The assignment is made by 
clicking the checkbox associated with the desired COA Type.  The user will not be 
allowed to exit the screen unless a COA Type assignment is made. 
 

 
 
The assignment of the COA Type is critical to the digest submission procedure due to the 
need to determine the amount of inflationary growth within an appraisal/digest year.  The 
user should be careful in making the correct assignment due to the potential impact on 
digest submission.  The COA Type assignment will be printed along with the COA 
reason as part of the Digest Submission Reports and reviewed for correctness by DOR 
personnel. 
 
As mentioned above COA reasons are assigned one of three types, Inflationary, Real 
Growth or Parcel Split/Combination.  Each of the COA Types will be discussed in detail 
below. 
 
An Inflationary assignment is made if the COA reason indicates that a change in value is 
due to reassessment.  Reassessment can also be categorized as revaluation or reappraisal 
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and associated with a change in property valuation schedules or a change to a parcel’s 
property characteristics.  When assigned to a parcel, a reason with a COA Type of 
Inflationary will result in the change in value in its entirety or a portion of the value 
changed being placed in the inflationary growth field. 
 
Real Growth is assigned to a reason when the reason depicts a change in property value 
that is due to the addition or deletion of property components.  Reasons, such as an 
ownership change, that are not characteristic of a value change should be assigned a Real 
Growth COA Type.  Reasons with a Real Growth COA Type will not contribute to 
inflationary growth. 
 
The Parcel Split/Combination COA Type is assigned when the reason defines the fact 
that the parcel has been split or combined with a new parcel or the acreage or lot 
dimensions have been changed due to a survey or correction in a deed.  A Parcel 
Split/Combination reason will not contribute to inflationary growth. 
 
The following table is provided to give the user some examples of reasons/value change 
situations and proper COA Type assignments. 
 

COA Reason COA Type 
Change in Ownership Real 

Parcel split Split/Combination 

Parcels combined Split/Combination 

Acreage/Land Dimension Change Split/Combination 

Improvement added Real 

Improvement deleted Real 

Addition to Existing Improvement Real 

Removal of Area from Existing Imp Real 

Improvement remodeled Real 

Improvement Characteristics Modified 
(grade, exterior walls, physical 
depreciation, obsolescence, % complete, 
etc.) 

Inflationary 

Reassessment/Revaluation Inflationary 

Zoning Change Inflationary 

Accessibility/desirability Change Inflationary 

Land Use Change Inflationary 

Land Class Change Inflationary 

Covenant application accepted Real 

Covenant application denied Real 

Schedules Updated Inflationary 

 
 
When a COA Type is changed on the Assessment Reasons screen, WinGAP will sync the 
COA Type with reasons that have been assigned to a parcel.  The user will not be 
required to modify each parcel to implement the change. 
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 The second and final step involves running the growth procedure to segregate real 
growth and inflationary growth.  Parcels in a Conservation Use or FLPA covenant have 
no inflationary growth calculated.  For parcels not in such covenants, the procedure will 
check the COA reasons assigned to each parcel for their COA Type and process the 
change in value accordingly.   
 
A COA Type of Inflationary will result in the difference between current value and 
previous value being calculated as inflationary growth.  New construction will be 
deducted from the inflationary growth. 
 
Real growth COA Types will result in no contribution to inflationary growth.  The value 
difference between current and previous value will be considered as real growth.  If an 
inflationary reason is also assigned to the parcel, a portion of the value difference may 
contribute to inflationary growth. 
 
In situations where a COA reason with a Split/Combination COA Type exists on a parcel, 
no inflationary growth will be calculated.  In addition, parcels with a zero previous value 
will not be assigned any inflationary growth regardless of the COA Type. 
 
The inflationary growth per tax district will be printed as stated earlier at when the 
Growth option is run within WinGAP.  The inflationary growth numbers will also be 
printed with the other Digest Submission reports. 
  
 

Digest Submission Reports 
 

 
 
NOTE: When running the Digest Submission Reports, it is no longer necessary to run a 
separate Growth Calculations routine that determines the amount of inflationary growth 
for each parcel, found at Tools >> File Maintenance >> Growth Calculations, as that 
routine is now run as part of the Digest Submission Reports process. 
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IMPORTANT:  Before running any Digest Submission reports, the Assessors office 
should do the following: 
 

� Ensure that all Appeals that have been resolved have been marked as such in the 
current appraisal year.  This applies to appeals from back years as well as current year 
appeals 

� Ensure that every WinGAP user is out of WinGAP when the Digest Submission 
Reports are run. When the user clicks on the Digest Submission Reports option on the 
Reports >> Administration submenu, the message below will display. 

 

 
 
Clicking OK on this message will produce a second message. 
 

 
 
Clicking OK on the second message will produce a Print Preview of several reports that 
are required when submitting the Tax Digest to the Local Government Services Division. 
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Change of Assessment Lists 
 
The first set of Digest Submission reports are the Change of Assessment Lists.  Only 
parcels with inflationary growth will be printed on the Change of Assessment Lists. The 
list will be printed only when less than 50% of the parcels have received a change of 
assessment notice. The percentage is calculated based on the number of parcels with a 
change of assessment notice compared to the total number of parcels in the county. The 
report will be broken down into the various digest classifications. 
 
Below is an example of the Change of Assessment List for Agricultural Property. 
 

 
 
There may be more than one page to the Change of Assessment List for Agricultural 
Property. If there is, the last page of this list will display summary values. 
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The next Digest Submission Report is the Change of Assessment List for Commercial 
Property, an example of which is shown below. There may be more than one page to the 
Change of Assessment List for Commercial Property. If so, the last page of this list will 
display summary values. 
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The next Digest Submission Report is the Change of Assessment List for Industrial 
Property, an example of which is shown below. There may be more than one page to the 
Change of Assessment List for Industrial Property. If so, the last page of this list will 
display summary values. 
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The next Digest Submission Report is the Change of Assessment List for Forest Land 
Protection Act Property, an example of which is shown below. There may be more than 
one page to the Change of Assessment List for FLPA Property. If so, the last page of this 
list will display summary values. 
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The next Digest Submission Report is the Change of Assessment List for Preferential 
Property, as shown below. There may be more than one page to the Change of 
Assessment List for Preferential Property. If so, the last page of this list will display 
summary values. 
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The next Digest Submission Report is the Change of Assessment List for Residential 
Property, as shown below. There may be more than one page to the Change of 
Assessment List for Residential Property. If so, the last page of this list will display 
summary values, shown on the next page. 
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The next Digest Submission Report is the Change of Assessment List for Transitional 
Property, as shown below. There may be more than one page to the Change of 
Assessment List for Transitional Property. If so, the last page of this list will display 
summary values. 
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The next Digest Submission Report is the Change of Assessment List for Conservation 
Use Property, as shown below. There may be more than one page to the Change of 
Assessment List for Conservation Use Property. If so, the last page of this list will 
display summary values. 
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The next Digest Submission Report is the Pending Appeals for Public Utilities, as 
shown below. This is a blank report that must be completed by the Appraiser. 
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The next Digest Submission Report is the Pending Appeals - Other Than Public 
Utilities, as shown below. Any appeals that are not settled regardless of the appeal year 
will be printed.  Appeals with a status of Active, 21-Day, BOE, BOE Final, Arbitration or 
Superior Court will be printed. 
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The next Digest Submission Report is the Special School Exemption listing, as shown 
below. This list will include all S3 and S4 exemptions. If local exemption codes include 
Special School Exemption, the local exemptions should be flagged as School 
Exemptions on the Homestead Table (Tools >> Schedules / Tables >> Homesteads). 
 

 
 
 
There may be several pages of the Special School Exemption Listing, and the last page, 
showing the Total Number of Exemptions, is shown on the next page. 
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The next Digest Submission Report is the List of Conservation Use Covenants Entered 
Into During Tax Year, shown below. 
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The next Digest Submission Report is the Inflationary Growth by Tax District Report, 
shown below. 
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The next Digest Submission Report is the Change of Assessment Reasons Report, 
shown below. 
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The next Digest Submission Report is the Accounts with P6 >100,000 report, shown 
below. 
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Two FLPA Covenant reports will follow the “P6” report.  The reports will print a list of 
FLPA covenants entered into within the digest year and a complete listing of FLPA 
covenants with the FLPA Assessment (FMV * .40).  Examples of these reports are shown 
below. 
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Digest Export Procedures 
 
Creating and uploading the Digest Files will be covered in detail following a review of 
the Digest Submission Checklist, discussed next. 
 

Digest Submission Checklist 
 

1) Check for schedule changes and make sure the appropriate Reappraise has been 
run.  This includes all covenants (Conservation Use & FLPA) 
 

2) Run State Homestead Reappraise 
 

3) Re-run Data Edits routine and check for errors. 
 
4) Print a Consolidation Report (Reports >> Administration >> Consolidation 

Report >> Digest) for current digest year and compare it to the previous digest 
year's report looking for obvious errors (compare R1 to R1, R3 to R3, etc.). 

 
5) Print an Inflationary Growth report within WinGAP (Tools >> File Maintenance 

>> Growth Calculations). 
 

6) Run the Digest Submission reports (Reports >> Administration >> Digest 
Submission Reports). 

 
7) Preview results. 

 
8) Print Inflationary Growth page of Digest Submission Reports. 

 
9) If official Consolidation Sheets/Reports are needed for submission of figures to 

County Commissioners, Board of Education, etc. for determination of rollback 
rates and millage rates, export digest files (File >> Export >> Digest Files, 
discussed next) for the digest vendor to produce consolidation reports. 
 

10) Contact the digest vendor when files are uploaded. 
 

11) When final digest files are to be submitted, export digest files again. 
 
 

Exporting Digest Files 
 
NOTE: If the Digest upload process is to be performed at the end of the Export Digest 
Files process, the computer this procedure is performed on must have an active Internet 
connection. 
 
Selecting the Digest Files option on the File > Export Menu, next page, first produces 
the Data Edits message window, also shown on the next page. It is extremely important 
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that the Data Edits routines, which check for such things as owners without property, 
property with no value, etc., be performed prior to the exporting of any digest data. If the 
Data Edits routines have not been previously performed, they can be run now by 
selecting the "Yes" option. 
 
NOTE: Data Edits procedures are explained in more detail under Tools >> File 
Maintenance >> Data Edits, covered earlier in this manual. 
 

 
 

 
 
If the Data Edits routines are run, various reports will display, allowing the user to correct 
the discrepancies found on these reports prior to exporting any data. Closing the report 
preview window, or selecting the "No" option above, will begin the digest export process 
that allows the user to create the text files that are sent to the tax digest service bureaus 
for creation of the tax digest. 
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The first screen that appears is called the Digest Export form, seen below. The Form has 
two defaults: 
 

� All Tax Districts 

� Include Personal Property Accounts under $7501 
 
If these are the correct options, the user should click the Export Button and proceed. 
Otherwise, the All Tax Districts checkbox can be unchecked and a single Tax District 
selected by clicking on the Tax District combo box at the top of the Form. If Personal 
Property Accounts under $7501 should not be included in the Digest Export, that 
checkbox should be unchecked as well. 
 
NOTE: one of the above options, either an individual Tax District, or all Tax Districts, 
MUST be selected in order for WinGAP to proceed). 
 

 
 
WinGAP will "export" the data and create the digest files in the appropriate WinGAP 
data directory. Various progress bars will appear, next page, as the files are created. Once 
the Export process begins, the Cancel Button is disabled and the user cannot abort the 
process. 



WinGAP Administration 

 170

If the digest vendor prefers a delimited data set, the TAB Delimited checkbox should be 
checked prior to clicking Export. 
 

 
 

Once the digest files are created, the Zip Files form will appear, as shown on the next 
page. All of the digest text files will be pre-selected and highlighted in blue. Unlike 
previous versions of WinGAP, it is no longer necessary for the user to select the files. 
Files that are not to be zipped can be unselected by holding the Ctrl key down and 
clicking on the file. 
 
Note: If the user accidentally deselects ALL of the files, they can be re-selected in one of 
three ways: 
 

• The user can click the Select All button to select all of the files in the list box.  

• The first file in the list can be selected by left clicking on it with the mouse, The 
user can then locate the last file in the list, hold the Shift key down, and then click 
on the last file with the left mouse button 

• The Ctrl Key can be held down and each individual file can be selected by 
clicking on it with the left mouse button. 
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• If an incorrect selection is made, the Select None button will deselect the files 
that have been selected 

 

 
 

Once the file selection has been made, the user should click the Zip Files Button to zip 
the files. 
 
Note: Prior to zipping the files, the existing digest.zip file will be renamed to digest_ + 
date of file + time if file + .zip. The digest.zip file will continue to be the file that should 
be uploaded. 
 
Once the files are "zipped", the Zip File creation message window, below, will appear, 
and the user should note the location of the Zip file that was created. 
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The OK Button on the this message window should now be clicked to return to Zip Files 
form, where the Cancel button should be clicked. This will produce the Upload Files to 
FTP Form, as seen below. 
 

 
 
The Digest Upload Form greatly simplifies the process of delivering the digest files to the 
County's tax digest service bureau. There is no longer any need to copy the files to tape, 
diskette, or CD-ROM. All of the service bureaus used by WinGAP Counties can 
download the digest files from the WinGAP FTP site. 
 

To upload the digest files, the user should click the Browse  button to the right of 
the Select File to upload field. This will produce the Open dialog box, below, which 
defaults to the Digest Folder that was created during the Digest Export process. The user 
should locate and then click on the digest.zip file to highlight it, then click the Open 
button. This will place the file along with its complete path in the Select File to Upload 
field on the Upload Files to FTP, as seen on the next page. 
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The user should then click the Begin Upload button, and the file will be uploaded to that 
County's folder on the WinGAP FTP site. Various messages will display as the file is 
uploaded.  The user will be informed if the upload was successful, and returned to the 
Upload Files to FTP form. The Cancel button on this form can be clicked to return to the 
main WinGAP Screen. After the file is uploaded, the County should call or email the 
digest service bureau and inform them that the file has been uploaded. 
 
If the upload is not successful, for instance, the user's Internet connection is not 
functioning, the user will receive an error message similar to the one below, and the user 
can try again later to upload the digest files. 
 

 
  
NOTE 1: The Digest Export routine accommodates HB 380 which states that, when 
possible, a tax bill shall be sent to the owner as of Jan 1 and to the current owner. The 
Digest Export routine will search all New Owner and Future records for ownership 
changes, and when different from the Live Owner information, it will place the New 
Owner or Future Owner data in the d_real digest file. New Owner data will take 
precedent over Future Owner data. 
 
NOTE 2: The Digest Export routine will generate an email that will be sent to Vicki 
Lambert, Director, Local Government Services, DOR. The email will contain a URL 
(Uniform Resource Locator) that links to a spreadsheet (flpacurrcov.xls) in the County 
folder on the WinGAP FTP site. The spreadsheet contains the FLPA Covenants that were 
added during the digest year. This file is also located in the temp\digest folder. The data 
in the file will be used to create the State registry for FLPA Covenants. 
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Audit Department Digest Study Files 
 

 
 
The fourth option on the Export sub-menu will produce the Audit Department Digest 
Study Files. Clicking this option runs a FoxPro routine and produces a message window, 
as seen on the next page. 
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As the message indicates, a "C" is keyed to continue, a "Q" to quit. Keying a "C" will 
start the process of creating the Audit Department files, and the screen on the next page 
will appear as the records are processed. 
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At the conclusion of the process another window will appear informing the user that the 
files have been created and are ready to be uploaded, as seen on the next page. 
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Any key can be pressed to produce the Upload Files to FTP Form, as seen below. 
 

 
 

The Digest Upload Form greatly simplifies the process of delivering the digest files to the 
County's tax digest service bureau. There is no longer any need to copy the files to tape, 
diskette, or CD-ROM. All of the service bureaus used by WinGAP Counties can 
download the digest files from the WinGAP FTP site. 
 
As opposed to the other Digest upload procedures, the user does not have to navigate to 
the file and select it; the Audit Department Digest File is already selected for upload. The 
user should  click the Begin Upload button, and the file will be uploaded to that County's 
folder on the WinGAP FTP site. Various messages will display as the file is uploaded. 
The user will be informed that the upload was successful, and returned to the Upload 
Files to FTP form. The Cancel Button on the form is clicked at this point, which will 
launch the County's default email program, as seen on the next page. 
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The user should click the Send Button on the email form to notify the Audit Department 
that the Audit Department digest files have been uploaded. Once this is done, the user 
will be returned to the main WinGAP Screen. 
 
If the upload is not successful, for instance, the user's Internet connection is not 
functioning, the user will receive an error message similar to the one below, and the user 
can try again later to upload the digest files. 
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Performing WinGAP Version Updates 
 
WinGAP updates are required throughout the year.  The updates contain “fixes” for 
reported issues and new features that have been added to WinGAP.  An email is sent to 
all WinGAP users with notification that an update is ready for installation.  Below is an 
example of a typical update email notification. 
 

 
The 3.12.0 update is now available.  This is a major update and must be done by all 
counties before October 1, 2010.  The update includes phase 1 of the handling of the 
“Sales Value” per SB346, modifications to FTP access and a number other 
modifications.  All of the changes are included in the WinGAP_Chgs.pdf which 
accompanies the update and can be accessed from the Help menu in WinGAP. 
 
The reason for the update deadline of October 1 is the FTP access.  On October 1, we will 
disable the gacounty@wingap.com login.  With the update each county will have its own 
unique login which will be assigned when you run WinGAP.  When the “gacounty” login 
is disabled, you will not be able to upload digest or website exports or download any of 
the ABOS, NADA and DNR updates that will be out within the next couple of weeks. 
 
The changes for SB346 include the placement of the notice flag on all parcels as well as 
the assignment of parcel values when an arm’s length transaction occurs in 2010 or later 
and the net sales price is less than the MAV/FMV of the parcel.  The assignment of value 
based on the sales price will be on a pro rata land/improvement-to-total value basis.  
Fields will be added to accommodate the “sales” values. 
 
The second phase of the SB346 sales value changes will relate to reports such as PRC’s, 
notices, digest submission, etc.  Hopefully, this can be prepared for release by the first of 
November. 
 
More detailed information on the SB346 workings will be provided at the conference and 
the document will be available for download Monday morning.  I will send an email with 
the link to the SB346 document. 
 
The update instructions are the same as they were for the last release of 3.11 and are 
attached.  There are two additional steps that must be taken with this update.  
 
After the strucfix process is run on the data years and if you have rolled to 2011, you will 
need to open the Sales Reason schedule and flag the Arm’s Length Transaction reasons 
by checking the so named box to the right of the Reason field.  The box should be 
checked only for those reasons that are to be considered as Arm’s Length.   
 
When the Sales Reasons are flagged, the Data Edits routine should be run.  The “Select 
Edits” option is the one you will need to implement and place a Y in the field to the right 
of “List SB346 Sales”. 
 



WinGAP Administration 

 180

The routine will provide you with a list of all 2010 Arm’s Length sales that have a sales 
price less than the MAV/FMV of the property.  Using the list, you will need to open the 
sales screen on these parcels, select the sale in the list and respond to the SB346 prompt 
that will display.  The process will load the sales values in their proper fields. 
 

 
The update instructions are generally provided as an attachment to the email.  Following 
are a set of instructions for an update.  The instructions will change on occasions based 
on special requirements that an update may have. 
 

 
Version 3.12.000 Update Instructions 

 
A new update has been posted to the ftp site.  This update adds many new features to 
WinGAP. (see Help >> WinGAP Version Changes for more details)  Before performing 
this update, you must be running Version 2.0.0 or greater.   If you are currently 
running a version of WinGAP that is less than 2.0.0 contact DOR Tech Support. 
 
The update must be run on a computer where WinZip 9.0 and the WinZip Command Line 
applications have been installed.  These are available at no charge at www.wingap.net.  
To download and install the WinZip (not WinGAP) files: 
 

1. Click on the eFile PT61 link  
2.  proceed to the Password Protected Download link at the bottom of the page.  

The password login is ga.county and the password is wingapuser. 
3. download the WinZip 9.0 install file (wzsite90.exe) 
4. download the WinZip Command Line install file (wzcline.exe) 
5. after the download, double click the wzsite90.exe and install. 
6. take the default options on all prompts 
7. double click the wzcline.exe and install 
8. take the default options on all prompts  

 
If you are currently running a version of WinGAP that is less than 2.0.0 contact 
DOR Tech Support. 
 
If you are running Advantage Database Server, you MUST upgrade to Version 7.0 
or greater before installing WinGAP Version 3.12.000. 
 
If you are running a version of WinGAP earlier than 3.6.0, be certain to read the 
steps concerning moving photos to their individual folders.  The instructions dealing 
with the moving of photos can be found on the last page of the update instructions 
beginning with Step 13. 
 
Please read the instructions for this update before proceeding.  The update procedure has 
been modified.  
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The instructions for updating WinGAP to Version 3.12.000 are as follows: 
  

1. Download into your WinGAP application folder the file, wingap.zip.  This can be 
downloaded by going to http://www.wingap.com/updates.htm .  On  the 
“Download Here:” line, you can left click on the wingap.zip, click on the Save 
button and download to the WinGAP folder. 

 
2. Download the app_year.zip file from the “Download Here:” line to the WinGAP 

folder in the same manner as described above for wingap.zip. 
 

3. If you have a folder named app_year in WinGAP, delete the folder before 
continuing.  Caution:  Make sure it is a folder and not the app_year.zip 
archive which could look like a folder.  The zip archive icon will appear as a 

vise  or have a zipper down the middle of it.  The folder will not 
display either icon.  It will appear as a typical folder. 

 
ALL USERS MUST BE OUT OF WINGAP BEFORE PROCEEDING. 

 
1. Right click on the app_year.zip file 
2. Select the WinZip option 
3. Select the Extract to folder <drive letter>: \<path to wingap>\app_year option. 

A menu such as shown below should appear.   
 

 
 
4. The files will be extracted to the folder app_year. 
5. Copy strucfix.prg from the app_year folder into the appraisal year folder 

(2010, 2011, etc.) where you plan to initially run strucfix.   
6. run FoxPro 
7. change to the appraisal year where you copied strucfix.prg (cd 2011) 
8. type:  do strucfix 
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The strucfix procedure will: 
 

1. inform you that you are updating to WinGAP Version 3.12.000 
2. if you do not see that prompt, close the update and contact your DOR support 

agent 
3. check for the wingap.zip file in the wingap folder 
4. if the file is not present, the update will be stopped 
5. if the files are present, the update will proceed as follows 
6. the current wingap system files will be copied to a folder named 

wingap_app_save 
7. outdated wingap system files will be deleted 
8. new system files will be extracted from wingap.zip 
9. “appraisal year” update files will be copied from the ..\wingap\app_year folder 
10. data files will be updated 

 
Strucfix will provide the user with the ability to “step through” each appraisal year by 
selecting the appropriate folder from the directory dialog box (see below) that appears 
when the strucfix process has concluded in an appraisal year.  You should highlight the 
next appraisal year to be updated (2004, 2003, etc) by clicking on it and then click the 
Select button. (Please see additional instructions at the end of this document 
concerning running Strucfix) 

 
After all appraisal years are updated, click Cancel to close strucfix.  You should run 
WinGAP and reindex each appraisal year.  When the WinGAP login screen appears, 
enter the User Id of “reindex” (without quotes) and leave the Password blank to access 
WinGAP and start the re-indexing process.  When reindexing is complete, you can login 
with your usual login and password. 
 
If you are running WinGAP locally against network data, you will need to update your 
local installations of WinGAP.  This can be done by deleting all files in your local 
WinGAP folder except for the ini files (configuration settings).  You can then extract the 
files from the wingap.zip and wingap_system_v2.zip files into your local wingap folders. 
  

 

Last updated 
Year will 
display here 
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Supplemental Strucfix Instructions 
 

1. Open Visual FoxPro  
 

 
 
2. Change Directories into your data year 
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3. erase FXP files (This step is required only when the Strucfix procedure 
informs you that “Your Strucfix.fxp file is not updated..”  Extraordinary 
precaution should be exercised when issuing the erase command.) 

 

 
 

4. Start Strucfix 
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5. Verify the correct version of Strucfix is running (will match the version of 
WinGAP you are updating to) 

 

 
 

6. If versions match, answer “Y” to continue. If versions do not match, answer 
“N” to quit. 

 
7. Follow screen prompts 
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8. When strucfix completes in the first folder, this screen will appear and you 
should select the next folder you wish to run strucfix in: 

 

 
 

9. After selecting the folder, click OK to continue with strucfix in the selected 
folder. 

 
 

10. Repeat process until all appraisal year folders have been processed. 
 

11. When you have completed all appraisal year folders, please CANCEL off the 
folder screen.  

 
12. Type QUIT  to close Visual FoxPro. 

 
13. Run WinGAP and reindex appraisal years 
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If you have rolled to 2011 and are updating for the first time to 3.12. you will need to 
take the additional steps below: 
 

1. In 2011 only, go to Tools >> Schedules/Tables >> Sales Reasons 
 

2. Place a check mark in the Arm’s Length Transaction box located on the screen for 
each sale reason that is an Arm’s Length Transaction. 

 
3. Click Apply to save the check mark and move to the next ALT reason to repeat 

the process. 
 

4. After designating reasons as ALT’s, run Data Edits (again, only in 2011). 
 

5. Take the “Select Edits” option 
 

6. Place a Y to the right of the “List SB346 Sales” item 
 

7. Press Enter 
 

8. This will generate a list of ALT sales that should be opened 
 

9. You will then need to provide the proper response to the SB346 Sales prompt that 
will appear when clicking Apply or OK 

 
10. The editing of the ALT sales will load the Sales Values in their proper fields. 
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Backup Current Year Data to Local Drive (wingap_backup.exe) 
 

 
 
The sixth option on the Export submenu allows the user to backup WinGAP current 
appraisal year data to another folder, zip the files, and then upload them to the FTP site. 
This backup process could also be done for a number of other reasons: 
 

• The user wants to make a backup of the data files prior to Online Support fixing a 
problem 

• The user wants to make a backup of the data before using FoxPro to run some 
tests on the data 

• The user wants to upload data to the WinGAP FTP site for use by a DOR support 
agent or other purposes 

 
Note: The file, wingap_backup.exe, must be present in the wingap folder and the WinZIP 
command line exe must be located in C:\program files\winzip before the backup process 
will function. If an error concerning missing FoxPro libraries is encountered, the 
NetSetup routine will need to be run on this computer.  See the Tools >> File 
Maintenance >> Data Edits section of the manual for instructions on running NetSetup. 
 
Important: DO NOT use this Backup menu option to transfer files to the public. 
Confidential data has not been redacted. 
 
Selecting this option on the Export Menu starts the backup process. The process creates a 
folder called Wingap_Backup, located in the root directory on the users local hard drive. 
As the Appraisal Year files are copied to this folder, a FoxPro window displays the 
progress, as seen on the next page. 
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At the conclusion of the Backup process, the FoxPro screen below will display.  
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Pressing any key on this window starts the Winzip process of zipping the files in this 
folder. 
 

 
 
At the conclusion of the Winzip process, the file wgbackup.zip is created and the Upload 
Files to FTP window appears, as seen below. 
 

 
 
NOTE: If the user does not wish to upload the files, but merely make a backup, the 
Cancel button on the Upload window should be clicked to terminate the upload process. 
The user should then click the Begin Upload button, and the file will be uploaded to that 
County's folder on the WinGAP FTP site. Various messages will display as the file is 
uploaded. If the upload is not successful, for instance, the user's Internet connection is not 
functioning, the user will receive an error message similar to the one below, and the user 
can try again later to upload the digest files. 
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At the conclusion of the upload process the user will be returned to the Upload Files to 
FTP form. The Cancel Button on the Upload Files to FTP form can be clicked to close 
the Upload window, producing this message. 
 

 
 
Clicking Ok on the Wingap Backup Completed message will run the default email client 
on the user's computer, such as the one below, where an email can be sent to the 
appropriate party, if desired, about the files that were just uploaded. 
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DOR Conservation Use Market Data Extraction 
 
In an effort to facilitate the gathering of information for the annual Conservation Use 
Market Study, a routine has been developed that will extract market information from 
your WinGAP data and with the FTP Upload function in WinGAP, provide you a means 
of uploading the data to the ftp site.  Parcel data will be extracted for parcels with 25 
acres or more with a digest class of Ag, Pref, Consv Use or Environmentally Sens and a 
FM or LM sale that occurred in 2007 or 2008.   
 
The extraction and uploading to the FTP site should take only a few minutes and does not 
require that users be out of WinGAP.  The routine must be run on a computer that has the 
WinZip Command Line installed in c:\program files\winzip.  The routine will check for 
the WinZip installation and inform you if the file does not exist. 
 
If you performed the extraction last year, you will already have the routine (dor_cuv.prg) 
loaded on your system.  You can proceed to Step 5 in the instructions below.  If you did 
not perform the extraction last year or you receive a message that the file is not found 
when you execute Step 7 below, you will need to proceed with the full set of instructions 
beginning with Step 1. 
 
To download the routine, run the routine and upload the data, follow the steps below: 
 

1. Go to http://www.wingap.com/catalog.htm /.  
 

2. Scroll down the page until you find the item “new” WinGAP dor_cuv Extraction 
Routine. 

 
3. Click on the item and save the dor_cuv.prg into your current appraisal year folder 

(2009 or 2010).  NOTE:  If a left click opens what appears to be a text file, close 
the file. Then right click on the item and select the menu option Save Target As. 

 
4. Download the dor_cuv.prg into your current appraisal year folder (2009 or 2010) 

 
5. Run Fox 

 
6. Cd 2009 or cd 2010 (whichever folder is your current appraisal year) 

 
7. Do dor_cuv 

 
8. Follow the prompts 

 
9. Quit 

 
10. Run wingap 

 
11. Run the File >> Upload to Ftp … menu option 
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12. Click the Browse button at the end of the Select File to Upload field  
 
 
 
 

 
 

13. Navigate to the folder inside the appraisal year folder (2009 or 2010).   
 

 
 

14. Select the folder and click the Open button 
 

15. Select the dor_cuv folder found in the temp folder and click Open 
 

 

The Browse Button 

2008 
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16. Select the dor_cuv.zip file and click the Open button   
 

 
 

17. Click the Begin Upload button on the Upload Files to FTP screen   
 

 
 
 
 
 
 

18. The file should be uploaded 
 

19. Email me at rgreese@msn.com with a copy to the other DOR Tech Support 
agents when the file has been uploaded: 

 
Wayne Blackwelder:  wblack@wingap.com 
Grant Hilton:  hilt1695@bellsouth.net 
Tracy Thomas:  atthomas@wingap.net 
Mark Loyd:  mark.loyd@dor.ga.gov 
Kenny Colson: kenny.colson@dor.ga.gov 

 
If you encounter any problems or have questions, do not hesitate to use online support or 
contact one of the DOR Tech Support agents. 
 
It is of utmost importance that we obtain this data as soon as possible.  At your earliest 
convenience, please take a few minutes to perform the above operation.  Thank you for 
your assistance in this matter. 

The Begin Upload 
button 
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Statistics Module 
 
The Statistics Menu on the WinGAP Menu Bar, seen below, contains two options: 1) 
Sales Analysis, and 2) Market Comparison Study. Only the Sales Analysis option on the 
Statistics Menu is functional at the present time. The Sales Analysis option is used to run 
Sales Ratio Studies. Sales Ratio Studies are designed to assist Assessors' Offices with the 
analysis of sales. With this tool the appraiser can determine if the valuation of properties 
within a particular class, neighborhood, building type, tract size, etc. is being performed 
properly. The appraiser can readily identify if the correct proper assessment level has 
been established. The degree of uniformity can also be identified along with any 
valuation bias. These Sales Ratio Studies can provide much needed insight into digest 
acceptance. 
 

 
 
There are three different methods for running Sales Ratio Studies within WinGAP. All 
three are reached by selecting the Statistics option on the WinGAP Menu Bar, then 
clicking on the Sales Analysis option. The Sales Analysis sub-menu has three options, 
Basic Selection, Advanced Query, and Neighborhood Analysis. The Basic Selection 
option will be covered first. 
 

 
 
 
 

Basic Selection 
 
Ratio Analysis Criteria Form 
 
The Basic Selection option presents the Ratio Analysis Criteria Form, next page, where 
the user can select from a variety of pre-defined fields to run the Ratio Study. Each of 
these fields will be discussed in the order they appear on the Form. 
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Sales Criteria 
 
Ratio Studies can be run based upon a variety of Sales Criteria. The fields in the Sales 
Criteria section of the Basic Selection Form use the information keyed on the Sales Form 
when adding sales to Real Property. 
 

• Starting Date: The first field in the Sales Criteria section of the Form is where the 
Starting Date for sales to be used in the Ratio Study is keyed. The date keyed in this 
field is inclusive. For example, if the user wants a Study of all sales after January 1, 
2002, then 01/02/2002 would be keyed in this field. The Starting Date field should be 
left blank if it is not to be used as a criteria in the Ratio Study. 

• Ending Date: The next field is where the Ending Date for sales to be used in the Ratio 
Study is keyed in the same manner as the Starting Date. Like the Starting Date, the date 
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keyed in the Ending Date field is inclusive. The Ending Date field should be left blank 
if it is not to be used as a criteria in the Ratio Study. 

• State Study: The State Study checkbox field should be checked if the Ratio Study is to 
include only those sales that are marked "Y"(Yes) for State Audit Department use on 
the Sales Form. 

• Use Class: Four checkboxes are available where the Sales Classification of the sale can 
be selected to further qualify the Ratio Study. Any or all of the checkboxes can be 
selected. If all of the Class checkboxes are left blank, the Sales Class will be ignored in 
the selection of sales. 

• Use Strat: Four checkboxes are available where the Sales Stratification of the sale can 
be selected to further qualify the Ratio Study. Any or all of the checkboxes can be 
selected. If all of the Strat checkboxes are left blank, the Sales Strat will be ignored in 
the selection of sales. 

• Reason: Three checkboxes and a combo box are available to set criteria for the Sale 
Reasons to be used for the Ratio Study. If the All checkbox is checked, and the combo 
box left blank, all Sales will be used, regardless of Sale Reason, provided the sales 
meet the other criteria already keyed in the fields on the Ratio Analysis Criteria Form. 
If only the FM (Fair Market) checkbox is checked, and the combo box left blank, only 
sales with a Sales Reason of Fair Market will be used. If only the LM (Land Market) 
checkbox is checked, and the combo box left blank, only sales with a Sales Reason of 
Land Market will be used. If both the FM and LM checkboxes are checked, and the 
combo box left blank, only sales with a Sales Reason of Fair Market or Land Market 
will be used. The FM and/or LM checkboxes also be used with any of the Sale Reasons 
in the combo box to run a Ratio Study. Finally, the FM and LM checkboxes can be left 
blank and a specific reason in the Sales Reason combo box can be used to run a Ratio 
Study for a specific type of Sale Reason. 

 
 
Real Property Criteria 
 
The criteria used to run a Ratio Study can be further narrowed by using a variety of Real 
Property Criteria. The fields in the Real Property Criteria section of the Ratio Analysis 
Criteria Form use information keyed on the Real Property General Information Form. 
 

• Starting Map: The first field in the Real Property Criteria section of the Form is where 
a Starting Map/Parcel number for the Ratio Study, if desired, can be keyed. The Map 
number keyed in this field is inclusive. The Starting Map field should be left blank if it 
is not to be used as a criteria in the Ratio Study. 

• Ending Map: The next field is where the Ending Map for sales to be used in the Ratio 
Study is keyed in the same manner as the Starting Map number. Like the Starting Map 
number, the Map/Parcel number keyed in the Ending Date field is inclusive. The 
Ending Map field should be left blank if it is not to be used as a criteria in the Ratio 
Study. 

• Property Class: The Property Class combo box can be used to select a specific Digest 
Classification for the Ratio Study. If all sales regardless of Digest Classification are 
desired in the Study, the field should be left blank. 
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• Property Strat: The Property Strat combo box can be used to select a specific Digest 
Stratification for the Ratio Study. If all sales regardless of Digest Stratification are 
desired in the Study, the field should be left blank. 

• Starting Acres: A specific minimum size for the sales used in the Ratio Study can be 
selected by keying a Starting Acre level in this field. The field should be left blank to 
include all sales regardless of tract size. 

• Ending Acres: A specific maximum size for the sales used in the Ratio Study can be 
selected by keying an Ending Acre level in this field. The field should be left blank to 
include all sales regardless of tract size. 

• Starting Neighborhood/Tax District/Subdivision: The Ratio Study can be further 
qualified if desired by using these combo boxes to select a specific Starting 
Neighborhood, Tax District, or Subdivision. These fields should be left blank to 
include all sales regardless of the Starting Neighborhood, Tax District, or Subdivision. 

• Ending Neighborhood/Tax District/Subdivision: The Ratio Study can be further 
qualified if desired by using these combo boxes to select a specific Ending 
Neighborhood, Tax District, or Subdivision. These fields should be left blank to 
include all sales regardless of the Ending Neighborhood, Tax District, or Subdivision. 

• Urban / Rural: These two checkboxes are used to designate what Land Type, if any, 
should be included in the Ratio Study. If neither of these boxes are checked, all Land 
Types will be included in the study. 

 
 
Residential Improvement Criteria 
 
The criteria for Ratio Studies that include Residential Improvements can be further 
narrowed by using a variety of Residential Improvement Criteria. The fields in the 
Residential Improvement Criteria section of the Ratio Analysis Criteria Form use 
information keyed on the Residential Improvements Form. 
 

• Grade: The first two fields in the Residential Improvement Criteria section of the Form 
are where a Starting and Ending Grade for Residential Improvements can be keyed. 
Any Grade keyed in these fields is inclusive. The Grade fields should be left blank if 
they are not to be used as criteria in the Ratio Study. 

• YR Built: The YR Built fields are where a Starting and Ending Year Built for 
Residential improvements can be keyed. Any Year Built keyed in these fields is 
inclusive. The Year Built fields should be left blank if they are not to be used as a 
criteria in the Ratio Study. 

• EFYR Built: The EFYR Built fields are where a Starting and Ending Effective Year 
Built for Residential Improvements can be keyed. Any Effective Year Built keyed in 
these fields is inclusive. The Effective Year Built fields should be left blank if they are 
not to be used as criteria in the Ratio Study. 

• Heated Area: The Heated Area fields in the Residential Improvement Criteria section 
of the Form are where a Starting and Ending Heated Area for improvements can be 
keyed. Any Heated Area keyed in these fields is inclusive. The Heated Area fields 
should be left blank if they are not to be used as criteria in the Ratio Study. 
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• Exterior Wall: The Exterior Wall combo box can be used to select a specific type of 
Residential Improvement Exterior Wall for a Ratio Study. The Exterior Wall field 
should be left blank if it is not to be used as a criteria in the Ratio Study. 

• Occupancy: The Occupancy combo box can be used to select a specific type of 
Residential Improvement Occupancy for a Ratio Study. The Occupancy field should be 
left blank if it is not to be used as a criteria in the Ratio Study. 

• Observed Condition: The Observed Condition combo box can be used to select a 
specific type of Residential Improvement Observed Condition for a Ratio Study. The 
Observed Condition field should be left blank if it is not to be used as a criteria in the 
Ratio Study. 

 
 
Commercial Improvement Criteria 
 
The criteria for Ratio Studies that include Commercial Improvements can be further 
narrowed by using a variety of Commercial Improvement Criteria. The fields in the 
Commercial Improvement Criteria section of the Ratio Analysis Criteria Form use the 
information keyed on the Commercial Improvements Form. 
 

• Grade: The first two fields in the Commercial Improvement Criteria section of the 
Form are where a Starting and Ending Grade for Commercial Improvements can be 
keyed. Any Grade keyed in these fields is inclusive. The Grade fields should be left 
blank if they are not to be used as criteria in the Ratio Study. 

• YR Built: The YR Built fields are where a Starting and Ending Year Built for 
Commercial Improvements can be keyed. Any Year Built keyed in these fields is 
inclusive. The Year Built fields should be left blank if they are not to be used as criteria 
in the Ratio Study. 

• EFYR Built: The EFYR Built fields are where a Starting and Ending Effective Year 
Built for Commercial Improvements can be keyed. Any Effective Year Built keyed in 
these fields is inclusive. The Effective Year Built fields should be left blank if they are 
not to be used as criteria in the Ratio Study. 

• Used As: The Used As combo box can be used to select a specific type of Commercial 
Improvements Used As Code for a Ratio Study. The Used As field should be left blank 
if it is not to be used as a criteria in the Ratio Study. 

• Built As: The Built As combo box can be used to select a specific type of Commercial 
Improvements Built As Code for a Ratio Study. The Built As field should be left blank 
if it is not to be used as a criteria in the Ratio Study. 

 
After reviewing/changing any of the selection criteria for the Ratio Study, the OK button 
MUST be clicked to perform the Study. A horizontal yellow bar, followed by a red bar, 
will appear as WinGAP analyses sales based upon the selection criteria and calculates the 
sales ratios and other statistics that make up the Ratio Study. The number of Sales records 
that are processed (all Sales records) and selected (those that meet the criteria keyed on 
the Ratio Analysis Criteria Form) in the Ratio Study will display beneath the bar graphs. 
When this process is completed, WinGAP will produce the Sales Ratio Analysis Form, 
discussed below. If no sales are found that meet the selection criteria, WinGAP will 
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display the message "No records found - please expand your search", and the user should 
expand the sales criteria in order to locate the desired sales. 
 
 
Buttons and Checkboxes 
 
The OK button on the Ratio Analysis Criteria Form is clicked  to run the Ratio Study. 
The Cancel or Exit buttons can be clicked to leave the Form. The Print Screen Button 
can be clicked to print a hard copy of the Form showing the selected selection criteria, 
which can be attached to the printout of the Ratio Study (covered next). 
 
The Clip Samples checkbox at the bottom of the Form allows the user to exclude or 
include sales with sales ratios outside the acceptable range of .10 to .70. If the Clip 
Samples checkbox is checked (the default), only sales with sales ratios between .10 and 
.70 will be included. If the Clip Samples checkbox is not checked, all sales, regardless of 
ratio, will be included. 
 
The Use MAV checkbox is provided to allow the appraiser to use the MAV (Moratorium 
Appraised Value) in the calculation of the sales-assessment ratio. The box is checked as 
the default. If the box is not checked, the FMV (Fair Market Value) will be used. 
 
The Use MKTVAL checkbox is provided to allow the appraiser to define whether the 
FMV entry on the Sales Information Form should be used instead of the parcel's current 
value in determining the ratio. If the Use MKTVAL checkbox is checked and the FMV 
field on the Sales Information Form is greater than zero, the FMV value will be used for 
the ratio calculation. 
 
The True Study checkbox is provided to allow the appraiser to run a Ratio Study on 
FMV or MAV values rather than SB 346 values. This field is not functional in the current 
version of WinGAP. 
 
 
 
Sales Ratio Analysis Form 
 
Once the sales are analyzed and the sales ratios calculated, the Sales Ratio Analysis Form 
will appear, similar to the one on the next page, superimposed over the Ratio Analysis 
Criteria Form. The Sales Ratio Analysis Form will display the sales ratios and other 
statistics and present the user with several options for printing the Ratio Study. The user 
can also look at a list of the sales that met the selection criteria and edit these sales if 
needed. Each of the fields and options of the Sales Ratio Analysis Form will be discussed 
in the order they appear on the Form. 
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• Median LCI/Actual/UCI: The Median Actual Ratio is a measure of central tendency 
that indicates the midpoint of the array of the sales ratios. The Median Ratio is the 
statistic used to determine the level of assessment for the study. If the Median Ratio 
exceeds .44, the UCI (Upper Confidence Interval) Ratio can be used to see if digest 
acceptance is possible. The Upper Confidence Interval must be between .36 and .44 in 
this situation. The LCI (Lower Confidence Interval) is used in the same manner as the 
Upper Confidence Interval, except it will be used to determine digest acceptance if the 
Median Ratio is less than .36. 

• Aggregate LCI/Actual/UCI: The Aggregate Actual Ratio is the weighted average of the 
sales. It is calculated by dividing the sum of the assessments by the sum of the sales 
prices. If the PRD (Price Related Differential, explained below) is outside of acceptable 
ranges and the Aggregate Ratio is used to determine the assessment level, the UCI 
(Upper Confidence Interval) Ratio must fall within a ratio range of .36 to .44 to allow 
for assessment level acceptance. If the PRD is out of range, the LCI (Lower Confidence 
Interval) is used in the same manner as the Upper Confidence Interval meaning that if 
the UCI is out of range, the LCI must fall within the acceptable range of .36 to .44 for 
assessment level acceptance. The table below provides an illustration of the use of the 
UCI and LCI. 

 
  LCI AGG UCI 
  32 34 36  Pass (UCI falls within (overlaps) acceptable range) 
  28 30 32  Fails 
  26 32 38  Pass (UCI falls within (overlaps) acceptable range) 
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• COD: The COD, or Coefficient of Dispersion, measures the degree of uniformity in the 
study. The COD is calculated by first determining the absolute deviation from the 
median for each sale (Ratio-Median). The average of the deviations is then calculated. 
The average deviation is then divided by the median ratio to produce the COD. The 
COD should be less than .15 for residential property and less than .20 for agricultural, 
commercial, and industrial properties. 

• PRD: The PRD, or Price Related Differential, is used to measure assessment bias in a 
ratio study. The PRD should fall between .95 and 1.10. It is calculated by dividing the 
mean ratio by the aggregate ratio. If the PRD is greater than 1.00, the lower priced 
properties generally have higher ratios than the higher priced properties. The study is 
exhibiting regressivity. If the PRD is less than 1.00, the higher priced properties are 
overvalued compared to the lower priced properties. The study exhibits progressivity 

• Number of Samples: The number of Sales that met the selection criteria and are used in 
the Ratio Study. 

• Lowest Ratio: The Lowest Ratio of any sale that meets the selection criteria and is used 
in the Ratio Study. 

• Highest Ratio: The Highest Ratio of any sale that meets the selection criteria and is used 
in the Ratio Study. 

• Min Sample Size: The smallest number of samples in a ratio study that will constitute a 
valid ratio study. The Min Sample Size is a function of the uniformity in the ratio study. 
A ratio study with greater uniformity has a lower Min Sample Size. 

• Standard Deviation: The basic numeric measure of the extent of variation of the sample 
around the center (measure of central tendency). 

• Report Title: The title of the Sales Ratio Report can be customized by using this 50 
character field. The default is Sales Ratio Analysis. 

 
 
 
Print Options 
 

 
 
The Sales Ratio Study is printed by selecting one of the options in the Print Options radio 
button section of the Sales Ratio Analysis Form. A Summary report of only the Sales 
Ratios statistics, with no individual sales, can be printed by clicking the Summary radio 
button, then the Print button. This will send a screen image of the Sales Ratio Analysis 
Form to the default Windows printer. If a detailed listing of the sales that make up the 
Sales Ratio Study is desired, the Detailed radio button should be clicked, which will 
provide access to the Print Order section of the Form. 
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Print Order 
 

 
 
If the Details radio button in the Print Options section of the Form is clicked, the user can 
choose from seven available orders in which the Detailed Sales Ratio report can be 
printed, as shown above. These are Ratio, Acre, Parcel Number, Neighborhood, Grantor, 
Grantee, and Sale Class order. One of these must be selected, and then the Print button 
should be clicked. This will produce a Print Preview of the detailed report, as shown 
below. 
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The Preview can be enlarged by putting the mouse pointer on the report and clicking with 
the left mouse button, and reduced in size by clicking the right mouse button. All of the 
sales that make up the Sales Ratio Study will be displayed. If the report is more than one 
page, the >> button at the top of the Preview page can be clicked to view additional 
pages. The last page will also show all of the Sales Ratios for the report. The report can 
be printed by clicking the printer button at the upper left of the Preview page. Once the 
report prints, the Preview page will disappear and the user will be returned to the Sales 
Ratio Analysis Form. 
 
 
Detailed Report Checkbox 
 

 
 
 
Additional information about the property for each sale can be obtained by clicking in the 
Detailed Report checkbox, above, prior to printing the Detailed Sales Ratio report. A 
print preview will display, next page, showing this additional information, such as the 
Residential Improvement, Accessory Improvements, etc., for each sale. 
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View Array Button 
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A listing of all sales that meet the selection criteria can be viewed, as shown below, by 
clicking the View Array Button, above, on the Sales Ratio Analysis Form. All of the 
information about each sale that met the selection criteria will display in the default sales 
ratio order on the Sales Array list box, as shown below. 
 
A sale can be edited by clicking on the desired sale and then clicking the Edit Sale 
button. The sales array can also be opened as an Excel spreadsheet by clicking the Open 
with Excel button.  The spreadsheet can be saved to another file name and manipulated 
by the user. The OK button should be clicked to leave the listing of sales and return to 
the Sales Ratio Analysis Form. 
 

 
 
The user can change the order in the Sales Array AND the Excel spreadsheet from sales 
ratio order to any of the other available print orders by selecting the Details option in the 
Print Options radio button section, next page, then selecting one of the Print Orders that 
become available. 
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100% Button 
 
The ratio statistics that are displayed on the default Sales Ratio Analysis Form are based 
upon the 40% level of assessment. If the user wants to view these statistics at the 100% 
Fair Market Value of the property, the 100% Button should be clicked. The 100% 
Button will change to 40%. The 40% Button can be clicked to again display the ratios at 
the 40% assessment level. 
 
Once the work with this ratio study is completed, the OK button on the Sales Ratio 
Analysis Form should be clicked to return to the Ratio Analysis Criteria Form. Once all 
Basic Selection ratio study work is completed, the Exit button on the Ratio Analysis 
Criteria Form should be clicked to return to the main WinGAP screen. 
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Advanced Query 
 
The Advanced Query option on the Sales Analysis Menu, below, provides a more 
flexible tool that the Assessors' Office can utilize in the generation of customized ratio 
studies. The Advanced Query will allow the Assessors’ Office to incorporate any criteria 
that can be used in the analysis of sales into the sales analysis process. 
 

 
 
Selecting this option presents the Advanced Ratio Analysis Form, below. This Form and 
the Expression Builder Form, explained later, will be used to construct what is called a 
Query Expression. The contents of the Query Expression will determine the manner in 
which the Sales Ratio Study will be run. 
 

 
 
The Query Expression is constructed using at least one of six WinGAP database files, at 
least one of the data fields in one of the files, and at least one operator (explained below). 
Multiple files, fields, and operators can be used to construct more complex Query 
Expressions and produce more defined Sales Ratio Studies. All ratio studies use the 
Saleinfo database file, regardless of whether it is contained in the query or not, as it 
contains all of the sales applicable to a particular parcel. Most queries will link the 
Saleinfo file with at least one of the other five database files to qualify and further narrow 
the criteria for the ratio study.  
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In order to run ratio studies properly the user should have a basic understanding of the 
following: 
 
1. what the purpose is of each of the six files used in running a Sales Ratio Study 
2. what kind of data is contained in the fields found in each of the six files 
3. which operators should be used to construct the query statement 

 
 
A. The Six Sales Ratio Analysis Database Files 
 
As seen below on the Expression Builder Form, six WinGAP Database files are used to 
run Sales Ratio Studies. The user can click on the combo box in the center of the Form to 
display the file list. These files are explained in detail below. 
 

 
 
 
1. SALEINFO.DBF 

SALEINFO.DBF is the primary database file used in running ratios and contains sales 
information pertaining to parcels that are entered into WinGAP. Data such as grantee, 
grantor, deed book and page, saleprice, sale class, sale strata, and sale reason code are 
contained in this file. 
2. ACESSORY.DBF 
 

All of the data about every accessory building in the county is contained in the 
ACESSORY.DBF file. Such information as length, width, square feet, grade, and 
accessory improvement value is stored here. 
 
3. COMMIMP.DBF 
 

The primary commercial improvement database, COMMIMP.DBF contains data for each 
commercial improvement such as digest class and strat, used as and built as codes, square 
footage, and total commercial improvement value. 

File List 
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4. LANDSUBS.DBF 
 
Landsubs.dbf contains the land subrecords for all types of urban and rural land in 
WinGAP. Subrecord data such as front feet, acres, land type, subrecord influence, and 
subdivision code are contained in this file. 
 
5. REALPROP.DBF 

 
Every parcel entered in WinGAP will have a record in this file. This file contains the 
parcel number, total current and previous parcel value, digest classification and 
stratification, and taxing district, etc. 
 
 
6. REPROP.DBF 
 

The primary residential improvement database file, REPROP.DBF contains information 
such as exterior wall type, square feet, total heated area, grade, heating type, plumbing, 
and total improvement value. 
 
 
 
B. Data Fields 
 
Each of the six database files used to run Sales Ratio Studies have a number of fields that 
contain specific kinds of data that can be used to qualify the Query Expression. The 
number, type, and purpose of each field varies from file to file. For instance, 
REALPROP.DBF would be used if the ratio study used parcel acreage as a qualifier; 
LANDSUBS.DBF would be used if land type was needed as a qualifier. REPROP.DBF 
would be used if grade or structure value for residential buildings was a qualifier; 
COMMIMP.DBF would be used if grade or structure value for commercial buildings was 
needed. On the Expression Builder Form, as seen on the next page, the field names are 
displayed in the top window on the Form, to the right of the file name, separated by a 
period. 
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C. Operators 

 
Operators, as shown on the Expression Builder Form, next page, are used to compare 
field values in database files with qualifying data and to link multiple expressions. Three 
types of operators are used in the Analysis module. Relational operators such as = (equal 
to), > (greater than), < (less than), and <> (not equal to) are used to compare a field value 
with the qualifying data. Mathematical operators such as + (plus), - (minus), * 
(multiply), and / (divide) are used to perform mathematical operations. When data in one 
file or more than one file is combined in a query statement they are linked by a Logical 
operator. The two logical operators are AND and OR. AND is used to join two or more 
logical expressions and generate a single result. For the result to be true, each of the 
logical expressions must be true. OR also joins two or more logical expressions, but only 
one of these must be true in order to obtain a single result. Also, parentheses are 
sometimes used to "group" expressions or parts of an expression.  
 

Data Fields 
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As mentioned earlier, clicking on the Statistics >> Sales Analysis >> Advanced Query 
menu option produces the Advanced Ratio Analysis Form, below.  
 

 
 
The Form contains a window in which the finished Query Expression will be displayed 
after it is constructed. Two checkboxes on the lower left of the Form allow the user to 
further define how the Sales Ratio Study is run. Placing a checkmark in the Use 
Saleinfo.mktval instead of Real Property Current Value checkbox allows the use of 
the Fair Market Value as entered on the Sales Information Form instead of the Current 
Value as calculated by WinGAP. The Clip Samples checkbox, which is checked by 
default, allows the exclusion of sales with ratios outside of a range of .10 to .70. 
Removing the checkmark means that all sales that meet the Query Expression conditions 
will be used, regardless of ratio. 

Relational 
Operators 

Math Operators 

Logical 
Operators 

Parentheses for 
Grouping 
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When the user clicks on the OK Button, a bar graph will appear in the center of the form 
and the number of Records (parcels) Processed, the number of Sales Selected for the ratio 
study, and the number of Sales Clipped, or excluded, will be displayed, prior to the user 
being taken to the Sales Ratio Analysis Form.  Before clicking the OK button, however, 
the user must first construct a Query Expression. 
 
The instructions on the following pages will show the user how to construct several 
Query Expressions that can be used in the Assessors Office to analyze sales. A simple 
query will be looked at first, followed by more complex ones. The Advanced Query 
screens as they appear in WinGAP as the user builds the Query Expression will be shown 
for each example. 
 
 
Example One: A study of all Residential Sales 
 
As mentioned earlier, the first step in running a Sales Ratio Study using the Advanced 
Query method is to build the Query Expression. To construct the Query Expression, the 
user must click the Query Expression Button on the top left of the Advanced Ratio 
Analysis Form, which produces the Expression Builder Form, below. NOTE:  The speed 
of the Advanced Query is enhanced if Saleinfo is the first file chosen for selection 
criteria. 
 

 
 
 
The top window of the Expression Builder Form contains the file and field names of the 
six WinGAP databases that are used in running sales ratios. Since the file/field listing can 
be somewhat long when all six files are displayed, the user can limit the list to one file by 
clicking on the <All Tables> combo box, next page, and selecting the desired file, which 
in this example is Saleinfo. 
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The Saleinfo database file is used in this example because the ratio study called for only 
Residential Sales, and the sales classification is contained in the Saleclass field within the 
Saleinfo database file. So the user should select the Saleinfo file in the combo box, and 
then double click on the Saleinfo.saleclass field in the top window of the Form to select 
this file and field and place it in the bottom window of the Expression Builder Form, as 
shown below. 
 

 
 
Once the File and field appear in the bottom window of the Expression Builder Form, the 
condition(s) for the ratio study are set. The condition in this example is for all Residential 
sales. The user should click the "=" button, then key an "R" (R is the Sales Classification 
for Residential Sales) to the right of the equal sign to set the condition. The " " are called 
delimiters and are used with character (also called "String") fields. When the user is not 
sure of the data type characteristics of the field they are about to use, the magnifying 
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glass button, below, which is located to the left and below the top window on the Form, 
can be clicked to display additional information about the field, in this case for the 
Saleinfo.Saleclass field, as seen below. The additional information indicates the Saleclass 
field is a string (character) field with a width of 1 (one), and also shows that the character 
data is in capital letters, such as R, A, or C, meaning that it has to be keyed in this manner 
in the query expression. 

 
 

 
 
 
Once the Query Expression is built, it will appear on the Expression Builder Form as seen 
on the next page. 
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The Test Button should be clicked to "test" the Query Expression. If the Query 
Expression is valid, the OK button on the Expression Builder Form is clicked to return to 
the Advanced Ratio Analysis Form, as seen below. If the user receives an error message 
after clicking the Test Button, the Query Expression must be corrected and again tested 
before leaving the Expression Builder Form and running the Sales Ratio Study. 
 

 
 
 
The Query Expression that was just created will appear in blue in the window on the 
Advanced Ratio Analysis Form.  NOTE:  Even though the user has access to the text 
in the box to the right of the Query Expression button, the expression should only be 
modified after clicking the button, Query Expression.  Modifications made in the 
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box above will produce erroneous results. The user can now click the OK Button to run 
the Sales Ratio Study for all Residential Sales. Once the sales are analyzed and the sales 
ratios calculated, the Sales Ratio Analysis Form will appear, similar to the one below. 
 

 
 

 
The Sales Ratio Analysis Form will display the sales ratios and other statistics and 
present the user with several options for printing the Ratio Study. The user can also look 
at a list of the sales that met the selection criteria and edit these sales if needed. The Sales 
Ratio Analysis Form was discussed under Basic Selection, earlier in this manual, and the 
user can refer to those pages for more information if desired. 
 
 
Example Two: a study of all sales for parcels that are under a Conservation Use or 
Preferential Assessment Covenant. 
 
Parcels that are under a Conservation Use or Preferential Assessment covenant will have 
a beginning covenant year keyed in either the Pref YR field or the CUV YR field on the 
Real Property General Information Form. These fields are found in the Realprop database 
file. To run a Sales Ratio Study for parcels that are under currently under a covenant, and 
the appraisal year is 2006, the date keyed in either the Pref YR or CUV YR field needs to 
be no more than 10 years PRIOR to the current appraisal year (2006), which would be the 
year 1997. And to use both that year and all years after 1997, the ">=" (greater than or 
equal to ) operator should be used. The logical "or" operator will also be used in the 
expression to link the Pcy and Ccy fields. As previously mentioned, the speed of the 
process is greatly enhanced if a criteria from Saleinfo is used. In situations where 
Saleinfo data is not critical to the results of the query, the user can use a criteria as basic 
as year(saleinfo.saledate) > 1800. 
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Once on the Expression Builder Form, the user should locate the Realprop database, and 
then the field that contains the Preferential Assessment Year, which is Pcy, and double 
click on it as shown below. 
 

 
 
The user should click the ">" button, then the "=" button, and then key "1997" to the right 
of the greater than sign to set the condition. The "1997" is delimited because the PCY 
field in Realprop is a character field. Next, the condition must also be set for those 
parcels under Conservation Use. The OR operator is used to link the Preferential and 
Conservation Use year conditions, as either one can be true for this example. After 
clicking the OR operator, the user should double click on the Ccy field, then the greater 
than button, then the "=" button, and then key  "1997" again. When the user has finished 
constructing the Query Expression, it should appear similar to the example shown below. 
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The Test Button should be clicked to "test" the Query Expression. If the Query 
Expression is valid, the OK button is clicked to return to the Advanced Ratio Analysis 
Form, below, where the Query Expression will appear in the window on the Form. 
 

 
 
The user can now click the OK Button to run the Sales Ratios Study for all sales for 
parcels under a Preferential or Conservation Use covenant. Once the sales are analyzed 
and the sales ratios calculated, the Sales Ratio Analysis Form will appear, similar to the 
one below. 
 

 
 
The Sales Ratio Analysis Form will display the sales ratios and other statistics and 
present the user with several options for printing the Ratio Study. The user can also look 
at a list of the sales that met the selection criteria and edit these sales if needed. The Sales 
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Ratio Analysis Form was discussed under Basic Selection, earlier in this manual, and the 
user can refer to those pages for more information if desired. 
 
 
 
Example Three: a study of all sales for houses that have a square foot value less 
than $30 / Square Foot. 
 
Data on houses in WinGAP is found in the Reprop database file. The $ / square foot 
value of a house is calculated by taking the calculated value of the house, found in the 
Timp_val field, and dividing this value by the square footage of the house, found in the 
heatedarea field. The user will need to employ four operators in this Query Expression:  
 

1. the relational ">" (greater than) operator;  
2. the logical "and" operator;  
3. the mathematical "/" (divide) operator; and  
4. the relational "<" (less than) operator. 

 
Once on the Expression Builder Form, the user should locate the Reprop database, and 
then the field that contains the square footage of the house, which is Heatedarea, and 
double click on this field to place it in the lower window on the Expression Builder Form. 
Since division by zero is not allowed in any Query Expression, a condition must first be 
set to prevent the Query Expression from using any Heatedarea values of zero. This is 
done by clicking the ">" (greater than) operator and placing it after the Heatedarea field 
in the expression, followed by a "0" (zero), as shown below. 
 

 
 
This condition must now be linked with the expression that will produce only those 
houses with a $ / square foot value less than $30. The logical "and" operator is used to 
link the expressions, followed by the Timp_val / Heatedarea calculation, as shown on the 
next page. 
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The final step in building the expression is to limit it to those houses that have a value 
under $30 per square foot. This is done by keying the less than operator ("<"), then 
keying 30 after the less than operator. When the user has finished constructing the Query 
Expression, it should appear similar to the example shown below. 
 

 
 
 
(As previously mentioned, the speed of the process is greatly enhanced if a criteria from 
Saleinfo is used. In situations where Saleinfo data is not critical to the results of the 
query, the user can use a criteria as basic as year(saleinfo.saledate) > 1800.) 
 



WinGAP Administration 

 222

The Test Button should be clicked to "test" the Query Expression. If the Query 
Expression is valid, the OK button is clicked to return to the Advanced Ratio Analysis 
Form, where the Query Expression will appear in the window on the Form, below. 
 

 
 
The user can now click the OK Button to run the Sales Ratios Study for all sales for 
houses that have a square foot value less than $30 per square foot. Once the sales are 
analyzed and the sales ratios calculated, the Sales Ratio Analysis Form will appear, 
similar to the one below. 
 

 
 
The Sales Ratio Analysis Form will display the sales ratios and other statistics and 
present the user with several options for printing the Ratio Study. The user can also look 
at a list of the sales that met the selection criteria and edit these sales if needed. The Sales 
Ratio Analysis Form was discussed under Basic Selection, earlier in this manual, and the 
user can refer to those pages for more information if desired. 
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Example Four: a study of all sales for houses that have a replacement cost new value 
greater than 100,000. 
 
Since this example uses house data, the Reprop database file will again be used. The 
replacement cost new value of a house is found in the RCN field. (NOTE: The County 
MUST have run Reappraise for Real Property at least once in order for this field to be 
populated with values). The user will need to employ just one operator, the relational ">" 
(greater than) operator, in this Query Expression. 
 
Once on the Expression Builder Form, the user should first locate the Reprop database, 
and then the RCN field, and double click on it as shown below. 
 

 
 
 
The sales ratio study example was for sales for all houses with a RCN value greater than 
$100,000. The user should key the greater than sign (">"), then key 100000 after the 
greater than operator. When the user has finished constructing the Query Expression, it 
should appear similar to the example shown on the next page. 
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(As previously mentioned, the speed of the process is greatly enhanced if a criteria from 
Saleinfo is used. In situations where Saleinfo data is not critical to the results of the 
query, the user can use a criteria as basic as year(saleinfo.saledate) > 1800.) 
 
The Test Button should be clicked to "test" the Query Expression. If the Query 
Expression is valid, the OK button is clicked to return to the Advanced Ratio Analysis 
Form, where the Query Expression will appear in the window on the Form, as shown 
below. 
 

 
 
 
The user can now click the OK Button to run the Sales Ratios Study for all sales for 
houses with a replacement cost new greater than $100,000. Once the sales are analyzed 
and the sales ratios calculated, the Sales Ratio Analysis Form will appear, similar to the 
one on the next page. 
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The Sales Ratio Analysis Form will display the sales ratios and other statistics and 
present the user with several options for printing the Ratio Study. The user can also look 
at a list of the sales that met the selection criteria and edit these sales if needed. The Sales 
Ratio Analysis Form was discussed under Basic Selection, earlier in this manual, and the 
user can refer to those pages for more information if desired. 

 
 
 
Neighborhood Analysis 
 
The Neighborhood Analysis option on the Sales Analysis Menu, below, provides a tool 
that the Assessors' Office can utilize in the generation of ratio studies based on 
Neighborhoods 
 

 
 
 
NOTE: For Neighborhood Analysis to function properly, the County must set up 
Neighborhoods in Tools >> Schedules / Tables > Neighborhoods. 
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Clicking on this option will produce the Neighborhood Ratio Analysis Form, below.  
 

 
 
 
Neighborhood List Box 
 
The left side of the Form contains a list box of all the Neighborhoods in the County, 
arranged in alphabetical (descending) order. The user can move around the list box to 
select Neighborhoods for inclusion in the Ratio Study by using the arrow keys, the page 
up and down keys, and the home and end keys on the keyboard. The user can also press 
the first letter in the name of a Neighborhood and go directly to the first Neighborhood 
that begins with that letter. The mouse can also be used to move around in the list box by 
clicking on the "thumb" in the vertical scroll bar and dragging it up or down. 
 
 
Sales Criteria 
 
Neighborhood Ratio Studies are run based upon a more limited set of Sales Criteria than 
Ratio Studies that are run using either the Basic Selection or Advanced Query methods. 
The fields on the Form use the information keyed on the Sales Form when adding sales to 
Real Property. 
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Date Range fields 
 

• Start: The Start field is where the Starting Date for sales to be used in the Ratio Study is 
keyed. The date keyed in this field is inclusive. For example, if the user wants a Study 
of all sales after January 1, 2002, then 01/02/2002 would be keyed in this field. The 
Start date field should be left blank if it is not to be used as a criteria in the Ratio Study. 

• End: The End field is where the Ending Date for sales to be used in the Ratio Study is 
keyed in the same manner as the Start date. Like the Start date, the date keyed in the 
End date field is inclusive. The End date field should be left blank if it is not to be used 
as a criteria in the Ratio Study. 

 
 
Sale Class fields 
 

• Four checkboxes are available where the Sales Classification of the sale can be selected 
to further qualify the Ratio Study. Any or all of the checkboxes can be selected. If all of 
the Class checkboxes are left blank, the Sales Class will be ignored in the selection of 
sales. 

 
 
Sales Reason fields 
 

• Two checkboxes and a combo box are available to set criteria for the Sale Reasons to 
be used for the Ratio Study. If only the FM (Fair Market) checkbox is checked, and the 
combo box left blank, only sales with a Sales Reason of Fair Market will be used. If 
only the LM (Land Market) checkbox is checked, and the combo box left blank, only 
sales with a Sales Reason of Land Market will be used. If both the FM and LM 
checkboxes are checked, and the combo box left blank, only sales with a Sales Reason 
of Fair Market or Land Market will be used. The FM and/or LM checkboxes can also 
be used with any of the Sale Reasons in the combo box to run a Ratio Study. Finally, 
the FM and LM checkboxes can be left blank and a specific reason in the Sales Reason 
combo box can be used to run a Ratio Study for a specific type of Sale Reason. 

 
 
Neighborhoods Selected List Box 
 
Beneath the Sales Reason section of the Form is a list box that will display all of the 
Neighborhoods selected for the Ratio Study. Neighborhoods are placed in the list box by 
using the four arrow buttons located to the left of the Neighborhoods Selected list box, as 
seen on the next page. 
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The top button, with two arrows on it pointing to the right, will place all of the 
Neighborhoods in the Neighborhood list box on the left side of the Form into the 
Neighborhoods Selected list box. The next button, with one arrow pointing to the right, 
will place any selected Neighborhoods from the Neighborhood list box on the left of the 
Form into the Neighborhoods Selected list box. The third button, with one arrow pointing 
to the left, will remove any selected Neighborhoods from the Neighborhoods Selected list 
box on the right side of the Form. The bottom button, with two arrows in it pointing to 
the left, will remove all of the Neighborhoods in the Neighborhood list in the 
Neighborhoods Selected list box. 
 
 
Selecting Neighborhoods 
 
One Neighborhood can be selected for inclusion in the Ratio Study by clicking on the 
desired item in the Neighborhood List Box, as seen on the next page. 
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A range of Neighborhoods can be selected for inclusion in the Ratio Study by clicking on 
the first item in the desired range, holding the Shift key down, and then clicking on the 
last item in the range. An example of a range of Neighborhoods selected for a Ratio 
Study appears on the next page. 
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The Button with one arrow pointing to the right would be clicked to send these 
Neighborhoods to the Neighborhoods Selected list box, as seen below. 
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If the user wishes to select various, random, Neighborhoods, these can be selected for 
printing by clicking on the first item, holding the Ctrl key down, and then clicking on 
each of the other desired items. An example of various Neighborhoods selected for a 
Ratio Study appears below. 
 

 
 
Again, clicking the Button with one arrow pointing to the right would send these 
Neighborhoods to the Neighborhoods Selected list box, as seen below. 
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Once all of the Neighborhoods to be included in the Ratio Study have been selected, and 
the Starting and Ending Sales Dates, Sales Classes, and Sales Reasons have been selected 
on the Analysis form, the Go Button on the lower right of the Neighborhood Ratio 
Analysis form should be clicked. After the records are processed, the Neighborhood 
Analysis Results form will appear, as seen below. 
 

 
 
The Neighborhoods will be listed in Neighborhood Code order on the Results form, and 
Neighborhoods that have no Sales for the criteria entered will be highlighted in BLUE. 
 
 
Listed left to right on Results Form are the following: 
 

� The Neighborhood Code, as defined by WinGAP for that Neighborhood. 
 

� The Neighborhood Description, as entered by the County in the Neighborhood 
Schedule. 

 

� The Median Actual Ratio. The Median Actual Ratio is a measure of central 
tendency that indicates the midpoint of the array of the sales ratios. The Median 
Ratio is the statistic used to determine the level of assessment for the study. 

 

� The Median Lower Confidence Interval. The Median Lower Confidence 
Interval is used to determine digest acceptance if the Median Actual Ratio is less 
than .36. 
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� The Median Upper Confidence Interval. The Median Upper Confidence 
Interval is used to determine digest acceptance if the Median Actual Ratio is more 
than .44. 

 

� The Aggregate Actual Ratio. The Aggregate Actual Ratio is the weighted 
average of the sales. It is calculated by dividing the sum of the assessments by the 
sum of the sales prices. 

 

� The Aggregate Lower Confidence Interval. If the PRD(Price Related 
Differential, explained below)   is outside of acceptable ranges and the Aggregate 
Actual Ratio is used to determine the assessment level, the Aggregate Lower 
Confidence Interval must fall within a ratio range of .36 to .44, unless the 
Aggregate Upper Confidence Interval (see below) is within this same range. 

 

� The Aggregate Upper Confidence Interval. If the PRD is outside of acceptable 
ranges and the Aggregate Actual Ratio is used to determine the assessment level,  
the Aggregate UCI (Upper Confidence Interval) Ratio must fall within a ratio 
range of .36 to .44 to allow for assessment level acceptance. 

 
The table below provides an illustration of the use of the UCI and LCI. 
 
  LCI AGG UCI 
  32 34 36 Pass (UCI falls within (overlaps) acceptable range) 
  28 30 32 Fails 
  26 32 38 Pass (UCI falls within (overlaps) acceptable range) 
 

� The Coefficient of Dispersion. The COD, or Coefficient of Dispersion, measures 
the degree of uniformity in the study. The COD is calculated by first determining 
the absolute deviation from the median for each sale (Ratio-Median). The average 
of the deviations is then calculated. The average deviation is then divided by the 
median ratio to produce the COD. The COD should be less than .15 for residential 
property and less than .20 for agricultural, commercial, and industrial properties. 

 

� The Price Related Differential. The PRD, or Price Related Differential, is used 
to measure assessment bias in a ratio study. The PRD should fall between .95 and 
1.10. It is calculated by dividing the mean ratio by the aggregate ratio. If the PRD 
is greater than 1.00, the lower priced properties generally have higher ratios than 
the higher priced properties. The study is exhibiting regressivity. If the PRD is 
less than 1.00, the higher priced properties are overvalued compared to the lower 
priced properties. The study exhibits progressivity. 

 

� The Number of Samples. The number of sales that are included in the Ratio 
Study for that Neighborhood. 

 

� The Lowest Ratio. The Lowest Ratio of any sale that meets the selection criteria 
and is used in the Ratio Study. 
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� The Highest Ratio. The Highest Ratio of any sale that meets the selection criteria 
and is used in the Ratio Study. 

� The Minimum Sample Size. The smallest number of samples in a ratio study that 
will constitute a valid ratio study. The Min Sample Size is a function of the 
uniformity in the ratio study. A ratio study with greater uniformity has a lower 
Minimum Sample Size. 

� The Standard Deviation. The basic numeric measure of the extent of variation of 
the sample around the center (measure of central tendency). 

 

� The Neighborhood Adjustment Factor. The Neighborhood Adjustment Factor 
for that Neighborhood, as entered by the County in the Neighborhood Schedule. 

 
 
 
Print Button 
 
The Print Button on the lower left of the Results form can be clicked to display a Print 
Preview of the Ratio Study, as seen below. 
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Print With Sales Button 
 
The Print With Sales Button, also on the lower left of the Results form, can be clicked to 
display a Print Preview of the Neighborhood Ratio Study, with sales, as seen below. 
 
The first page of the Sales Included report shows the Neighborhood name for the first 
Neighborhood. 
 

 
 
The second page shows the actual sales included on this Ratio Study for this 
Neighborhood. There may be more than one page for each Neighborhood. 
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The final page displays the remaining sales and the summary Ratio Study data for this 
Neighborhood. 
 

 
 

If more than one Neighborhood was included in the Ratio Study, the pages for those 
Neighborhoods will follow, as seen below. 
 

 
 


